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I. Dates of Series 
Earliest Latest 

1977 I Present 

I P I L E  OF THE SEChETARY OF STATE 
DE5ARTMENT OF ARCHIVES AND HISTOR' 

RECORDS MANAGEMENT DIVISION 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
_ _  --- --- 

5. Records Ser ies f i t le  (followed by title used in office; if different) 

Division Director's & Deputy Director's Investigation Correspondence Fil 

INSTRUCTIONS: See Publication NO. 76-FIM-1 for instructions on completing this form. Forward signed origmal to 
Department of Archives and History. Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attention: Scheduling Section. 

. 

FOR AGENCY USE 
Qplication Dan 

-__ __ - ~ 

2. Person to Contact 
M s .  Pat Jones 

Application Number 

77- Z72 

~ ~ 
__. -. 

Telephone Number 
656-6050 

1. Agency Address : 

Georgia Bureau of Investigation 
State Crime Laboratory 
959 E. Confederate Avenue, S. E. 
Atlanta, Georgia 30316 

~~~~~ ~~ 
- .~ ~~~ 

Working Title 
Administrative Assistant to Director 

-- - - - 
'. R8mrd Series Description 

Documents relating to: 

T h i s  file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 
Corresponding with various officials and individuals concerning 
possible criminal cases and activities. 

Included are: Letters to and from individuals, original and copies concerning 
possible criminal cases and activities. 

File is arranged: TChronologically by date of letter. 
\ 

_I_ . Monthly Reference Rate 
One to six months old Seldom 
twenty-five - months and older --? 

. Annual Rat8 of Accumulation of Remrdr 
Lener-rire drawers 

How &en are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty.four months old - --; 
P ~- -- 

; Leghire drawers - ; Shelves ; Other (sperify) amder 
per year. 

I -Bo-~ .  naw. 74 lorn) 
~ ~~ - ~ __ 



~~ -- _.._______l___l__ - I_ ~ ~ I 

Qv?:riena+ez ;?:ecs a d l x ' '  in rhe prc$:r wlumni .-A_ .. _.___ .___~ 
~ - 

- !s t k k  th? ofiiciai copy of the series? . .  - 1  .. - -x-- 1 ~ ' I~__. ILqQt. V i h W  lS.fl?--- __ - 
b. Does the series contain confidential information requiring securitv.handling7 If yes, cite law or regulation. 
Ga Code 40-2703 This correspondence contains confidential information about cas, - t 

c. Is this a ~ v i tal  record? ~- -_d I.____ ~ __ - __ 
-__~ - 

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 
men be schedu!@lzspxatelx?- .. ~ . ~ ~ x ~ &c(i tr 

J X 

Xx 1- d. Does this series have historical or long term research vaiuE-- 

'md in this rerkwer  RublidEd? I t v a  m c  h CODY. -.x-- _f,lrthe UQc- 

__--__ X --L% atradvaov. 
0. I s  the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. I s  there a duplication of th i s  series in your office, or in another office or agency? 
If-s. where? .__- __I__- 

is seriedaLa~ m p i a r p m ' Q O ~ ~ f i t l ~ ~ & f i l m ~ - - -  ___. --.X i. Irth 

11. Retention Rquirements 

X 

. U L  ~ - - - _ _ _ _ -  x ---- 
' ' The following requires the series to be kept: 

a. SiaGLaw years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need 10---years. 
c Federal law years. f. Federal retention inmuctions years. 

Attach oopy or excert of laws or regulations. Explain administrative need. 

Proper administration of the Crime Laboratory makes it necessary that the Director be 
able to kefer to actions of.the past 10 years. 

___- 
12 Approvrd D is r i t ion  Instructions This agency recommends that the file series be cut off at  the end of each: 

~ 

. . . . d Calendar Year; OD Fiscal Year; 0 Other then. 

Hold in the current files area month(s1 3 yearb); then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold L y e a r ( s ) ;  then 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (SpedfyJ 

yearfs); then 

. .  

, -  
~~ 

,. . 
, t  . . _. .~ 

These instk ions apply to a l l  prior and future accumulations of the series. 

I - 
Agency Headlbrignw lS&naturel Date Remrdr Management Officer (Signamrel Date 

Reammendations in para- 
graph 12 are approved. 
( I f  disaPpr4ved. anad, letter 
of explanation.) 

R-50-71; Rev. 7 6  


